SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 08/ 18/ 16 CLCSI NG DATE: 08/25/16 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N SPEC | | SCDC POSI TI ON #: 013928

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 01 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  MCCORM CK CORRECT!I ONAL | NSTI TUTI ON, MCCORM CK ( MCCORM CK) LEVEL 3

STATE JOB TI TLE: ADM N SPECI ALI ST || STATE JOB CLASS: AA50

PAY BAND/ LEVEL: 03 A

BAND: 03 SALARY RANGE  $ 022182 - $ 041046 SPECI AL | NCENTI VE: NO
H RI NG SALARY RANGE: $ 022182 - $ 024400 SCEI'S POSITION #: 61017813

M NI MUM AND ADDI TI ONAL REQUI REMENTS:

A HI GH SCHOCL DI PLOVA. RELATED CLERI CAL EXPERI ENCE MAY

BE SUBSTI TUTED FOR A HI GH SCHOOL DI PLOVA.

(OR AN ACCEPTABLE EQUI VALENCY AS APPROVED BY THE DI VI SI ON OF STATE
HUMAN RESOURCES). TWD (2) YEARS OF CLERI CAL EXPERI ENCE; OR A DEGREE
MAY BE SUBSTI TUTED FOR THE WORK EXPERI ENCE. MAY BE REQUI RED TO HAVE
EXPERI ENCE | N USE OF CRT AND/ OR PERSONAL COMPUTER.

DESCRI PTI ON OF DUTI ES:

RESPONSI BLE FOR PERFORM NG SECRETARI AL AND CLERI CAL DUTIES I N THE

OFFI CE OF THE ASSCCI ATE WARDEN FOR OPERATI ONS AND SECURI TY, ASSOCI ATE
WARDEN FOR PROGRAMS AND SUPPORT, AND THE MAJOR WHI CH | NCLUDES SECURI TY
PERSONNEL SCHEDULI NG AND DI SCI PLI NARY REPORTS, COORDI NATI NG AND

MANAG NG DUTY ROSTERS, PREPARI NG MEETI NG M NUTES AND SCHEDULES,

MAI NTAI NI NG ALL SECURI TY FI LES, MANAG NG | NVATE AND EMPLOYEE
TELEPHONE SYSTEM SERVES AS THE | NSTI TUTION' S RI M LI ASI ON, PREPARI NG
AND SUBM TTI NG COMPUTER ACCESS REQUEST FORMS, PREPARI NG MANAGEMENT

I NFORMATI ON NOTES, USE OF FORCE REPORTS, AND MONTHLY CELL SEARCH
REPORTS, COORDI NATI NG | NVATE AND EMPLOYEE | DENTI FI CATI ON BADGES,

MAI NTAI NI NG EMPLOYEE ARREST FI LES, MANAG NG ALL PERSONNEL | NFORMATI ON,
PREPARI NG AND DI STRI BUTI NG MANDATORY MEMOS AND SCHEDULES, MANAG NG
AND PREPARI NG | NVATE REQUEST. ALSO, SERVES AS | NSTI TUTI ON' S

COUNSEL SUBSTI TUTE AND | CC REPRESENTATI VE.
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